POSITION DESCRIPTION FOR 
PART-TIME LIBRARY/RECORDS ASSISTANT (suit student)
FOR A GLOBAL OIL AND GAS COMPANY
Duties/Responsibilities:
· Registration of records in all formats into the corporate recordkeeping system 
· Consult staff as necessary

· Use corporate retention schedule

· Creating files, labelling reports and files
· Liaising with inter-departmental staff to expedite queries
· Assisting in Library

· Journal circulation

· Manual updates

· Check-ins / Check-outs

· Reshelving

· Searches

· Offsite storage retrieval

· Offsite storage reconciliation

· Update database

· Cross-check inventory lists
· Checking box contents
· Performing general administrative duties eg filing, faxing, binding, scanning, copy etc


Skills/Experience:
· A Post secondary qualification related to Information Management (or working towards qualification)
· A broad understanding of file classification and disposal 
· Intermediate computer proficiency (including Excel and Outlook)
· Experience using library or records management databases
· Flexible attitude and enjoy being in a very busy environment
· Some lifting of boxes etc is involved, so a good level of personal fitness is essential.

Rate:  
Dependent on experience.

Contact:  
Mandy Hobbs, Recruitment Solutions on 9217 0510.

Closes:
Tuesday, 28 August 2007[image: image1][image: image2][image: image3]
